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Overview 

 Candidate must be admitted into Option 6 
program in the EPSB Admissions/Exit system to 
initiate an application 

 Flow of the process 
 District initiates the application 

 Candidate completes Character and Fitness portion 
and university background information 

 Institution of Higher Education (IHE) verifies 
enrollment and uploads mentoring plan 

 District uploads background check (once required) and 
submits application to EPSB 

www.epsb.ky.gov 



Initiating an application 
 Start in the forms library of KECI – click “Create 

Application” beside the TC-TP 

 Enter the applicant’s SSN, click “Search” and then click 
“Start” if found 

www.epsb.ky.gov 



Initiating an application 
 The system will notify you if the individual is not fully 

admitted in the Admissions/ Exit program 

 If no admission data is showing, contact the IHE for 
assistance 

www.epsb.ky.gov 



Initiating an application 
 Verify or enter applicants demographic information 

www.epsb.ky.gov 



Initiating an application 
 Select the program enrollment that matches the position for 

which the individual has been hired 

 More than one program can be selected  
 Use only if the individual is hired in both types of positions 

www.epsb.ky.gov 



Initiating an application 
 Enter teaching assignment information 

 If teacher has multiple assignments, enter each 

 Enter “Beginning Date of Employment” 

 Select school year and check verification 
 Click “Finish” to initiate the application process 

www.epsb.ky.gov 



Application process –  
applicant steps 

 Applicant is notified by e-mail 
to complete their portion of 
the application 
 Code of Ethics review 
 Demographic verification 
 Review of Certification 

Requested and Employment 
information 

 College attendance information 
(must submit official transcript) 

 Other certification information 
 Character and Fitness 

questionnaire 
 Summary and signoff 

 
 

www.epsb.ky.gov 



Application process – IHE steps 

 IHE notified nightly by e-mail of pending applications 
 IHE selects applicant from list of applications in the New 

“Educator Preparation Portal” with status “Pending – 
University Cert Officer Signature” 
 IHE can see status of other TC-TP applications tied to their institution  

www.epsb.ky.gov 



Application process – IHE steps 
Initial Enrollment 

 IHE verifies Option 
6 program 
information 
 Selects 

enrollment status 
as Initial 

 Enter enrollment 
date 

 Selects KTIP 
status as “no” 

 Uploads 
mentoring plan 

 Checks 
verification box 

 Digitally signs 

 IHE can view 
entire application 
if so desired 

www.epsb.ky.gov 



Application process – IHE steps 
Continued Enrollment – 1st renewal 

 IHE verifies Option 
6 program 
information 

 Selects 
enrollment status 
as Continued 
Enrollment  – 1st 
renewal 

 Selects KTIP 
status 

 Uploads 
mentoring plan if 
KTIP status is NO 

 Checks 
verification boxes 

 Digitally signs 

www.epsb.ky.gov 



Application process – IHE steps 
Continued Enrollment 2nd renewal 

 IHE verifies Option 6 
program 
information 
 Selects enrollment 

status as Continued 
Enrollment -  2nd 
renewal 

 Selects KTIP status 
as “yes” 

 Verifies KTIP 
semester 

 Uploads mentoring 
plan if unable to 
start KTIP in current 
semester 

 Reviews assessment 
data 

 Checks verification 
boxes 

 Digitally signs 



Application process –  
final submission 

 When IHE signs off on application, district is notified by e-mail that 
application is ready for final verifications and submission 

 Pending applications can be accessed via new “Online 
Applications” in KECI 

www.epsb.ky.gov 



Application process –  
final submission 

 District selects 
applicant from 
status “Pending 
– HR Designee 
Signature” 

 District can also 
view status of all 
submitted 
applications 

 Moving forward 
this screen will 
include TC-4 and 
other online 
applications as 
they roll out. 

www.epsb.ky.gov 

 



Application process –  
final submission 

 District uploads state and federal background check (effective 
January 1, 2015) 

 District signs off on application to submit it to EPSB 

www.epsb.ky.gov 



Application process - 
approval 
 Application is routed to the appropriate consultant 

for review of all materials 
 Official transcript will be matched with application at this 

point 
 If applicant has answered yes on the Character and Fitness 

questionnaire or if a previous legal case exists, the 
application will be routed to EPSB’s legal division for initial 
processing 

 Once all materials are in and everything matches 
(program, employment, etc.) the certification 
consultant creates the credential in our system with 
a status of “Pending” 

 The application will then route to another consultant 
for review and final approval 

www.epsb.ky.gov 



Application process - 
approval 
 Once application receives final approval: 

 The credential’s status is changed to Certification 
Issued 

 A digital certificate is created in our system 
 No paper certification will be issued 

 District and applicant are notified by e-mail that 
application has been approved and certificate is 
available for download and printing 

 If IHE has indicated that individual is KTIP ready, 
an e-mail will also be sent to the district KTIP 
coordinator 

www.epsb.ky.gov 



Questions? 

 Certification Help Desk 

 502-564-4606 and press 11 at the menu 

 502-564-5846 

 dcert@ky.gov  

 Educator Preparation 

 502-564-4606 and press 4 at the menu 

 502-564-5789 

www.epsb.ky.gov 

mailto:dcert@ky.gov

